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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: R04
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Keith Swanson
	SUPERVISOR'S CLASS: CEA III
	personnel analyst: MAlcantar
	personnel date: 0723/2012
	PERCENT OF TIME: 












35%






20%



	activity: POSITION SUMMARY

Under the general direction of the Flood Management Division Chief, the Office Technician (Typing) performs a wide variety of the most difficult clerical duties requiring a high degree of initiative, independence and originality in performing assigned tasks.  Serve as secretary to the Division Chief and support staff for the Division of Flood Management. 

ESSENTIAL FUNCTIONS

This position requires that the incumbent work cooperatively with others; maintain regular, consistent, predictable attendance; and exercise good judgment in making independent decisions and meeting deadlines.  The specific duties are as follows but not limited to:

Composes drafts and finalizes copies of a variety of correspondence, reports, and other general typing as required using a variety of software; screen incoming and outgoing correspondence, and arrange correspondence in order of priority and interest; maintain status record of correspondence, and oversee the follow-up to assure that deadlines are met; independently handle mail for routing to other interested personnel; have the ability to recognize and handle confidential material; and maintain subject files.  Scan, photocopy, fax, and file a variety of documents.

Screen telephone calls and visitors, and give out appropriate information independently or refer to appropriate staff members; numerous calls for information are received from the Legislature, news media, and other personnel of the Department, including the Director and Deputies.  The work flow of the Division includes activities involving other departments and federal and local governmental organizations.  Provide comprehensive knowledge of the Department, its functions, and other State agencies.  Maintain an appointment calendar for the Chief which includes scheduling meetings and conference rooms.  Make detailed travel arrangements, prepare and process monthly travel expense claims for the Chief and other staff members if needed and other travel requisitions and claim forms which may include conference registrations.
	classification: Office Technician (Typing)
	appointee: Vacant
	dwr position number: 1401-1139-001
	sap personnel no: 
	sap position number: 50000980
	division: DFM/Office of the Chief
	mcr: 1
	percent 2: 20%









15%





5%



5%
	activity2: Arrange and assist in the preparation of staff meetings.  Follow up on assignments made to staff; may independently originate and/or prepare correspondence to Branch Chiefs, keeping them informed of current changes within the Division and Department; review all final Division output of correspondence for clerical accuracy and conformance with departmental standards and for all levels of government up to and including the Governor; this includes the work of the Division’s office support employees.  May assist with interviewing, hiring, and training other clerical employees.  Arrange meetings with Division clerical staff as needed to discuss Division protocol and procedure updates.  When necessary, coordinate the workload of Office support staff to ensure that work is completed and processed in a timely manner.  

Serve as lead timekeeper for the Division by assisting unit timekeepers to resolve the more complex timekeeping problems within SAP.  Work with Personnel Specialists on employee time issues.  Work with Division timekeepers to ensure that time entries are posted and approved in accordance with the Division’s timekeeping policy.  Prepare ZDUN reports for weekly Office Chiefs' meetings. 

Maintain procedural manuals and any other necessary files; order and maintain supplies and equipment; and prepare training requests for the Office of the Chief and follow up for planned and upcoming training courses.  

Prepare the monthly DWR "Report to the Central Valley Flood Protection Board" from draft material provided by technical staff both within and outside the Division.


OTHER RESPONSIBILITIES

Assists in various business and administrative functions during flood emergencies.  

This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies.  Additionally, this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions.  These functions are established in the California State Emergency Plan and the Department's Administrative Orders.

	supervisor name: Keith Swanson
	employee name: Vacant


